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STARTING THE APPLICATION/ESERVICES 
 

1. To begin the E-Services application, double click on the Explorer icon on your 
desktop.  The icon is shown below. 

 

 
 
External users should proceed to the Kentucky DOI Web page at: 
 
http://doi.ppr.ky.gov/kentucky/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://doi.ppr.ky.gov/kentucky/
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2. After clicking into the above Web site, the following page should appear: 
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3. Click the E-Services icon in the top right corner of the Web page.   
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4. Which will direct you to the DOI e-services portal, as shown below. 
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SETTING UP A NEW ACCOUNT 
 
Before using E-Services, you’ll need a username and password.  If you already have a 
username and password, skip to the next section.  If not, you’ll need to create one.  To 
do so, click “First Time Here.” 
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This will enable the user to set up the account to gain access to the application. 
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For Surplus Lines Brokers 
 
 
You’ll need to designate your username and password…. 
 
 
 
 
 
 
 
 

 
 

 
 
 
Select a Security question with answer… 
 

Select the User Type: 
Individual: Individual Access 
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You are now ready to enter your personal data. 
 

 
 
 
 
 

Here… 

Note the help as 
you select a data 
entry field… 

Note:  the City/State/ZIP must be a 
valid USPS match. Once finished, click 

“Create Account.”  

You must enter your 
SSN to verify 
licensing status. 
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You’re now ready to use KOI E-Services. 
 
 
 
IMPORTANT:  If nothing happens after clicking “Create Account,” please scroll to 
the top of the form to see if there are editing errors to consider. 
 
 
After clicking “Create Account,” you should be taken to the following screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Look for 
“Municipal 
Tax 
Assessment.” 
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For Companies 
 
To pay the assessment, the Companies will need to utilize their Annual Statement E-
Services account.  A mass e-mail was sent to all of these type contacts within your 
company including the username and password.  If you did not get, or cannot find your 
username and password, please contact the Department via e-mail at: 
 
KOIISHelpDesk@ky.gov 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:KOIISHelpDesk@ky.gov
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ENTERING E-SERVICES WITH YOUR USERNAME 
AND PASSWORD 
 
To enter the E-Services application, after you have already established your username 
and password, enter your username and password in the following fields from the E-
Services portal previously shown in the documentation. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Then click 
“Submit.” 
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The following screen should display… 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Look for 
“Municipal 
Tax 
Assessment.” 
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PAYING THE ASSESSMENT 
 
Click “Municipal Tax Assessment.” 
 

 
 
 
Select the box next to the broker’s name, and click “Submit.” 
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Or, if this is a company payment, select the company name in the same manner… 
 

 
 
 
 
 
 
After the broker clicks “Submit,” the following screen will display.. 
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Or the company… 
 

 
 
 
Click “Checkout to Submit Transaction/Complete Order” to finalize the transaction. 
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You will either need to pay via Credit Card… 
 

 
 
 
 
Or via Debit… 
 

 
 
 
 
 
 

Enter your 
credit card 
information 
here… 

Enter the 
Checking 
Account 
Name here. 

Then the routing 
number, along with 
the account number 
here… 
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After completing either, click “Submit Order” to proceed. 
 

 
 

You will get a final transaction screen to show the completion of your order…. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

You can also print a 
copy of your 
invoice… 
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You have now completed the payment of the assessment. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here…to log out of 
your E-Services session. 
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VIEWING TRANSACTION HISTORY 
 
You may return to the application to review previously completed transactions.   
 
To do so, enter the E-Services application as described previously…. 
 
First, log into E-Services… 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Then click 
“Submit.” 
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The following screen should display… 
 

 
 
 
 
 
 
 
 
 
 

Click View 
Transaction 
History… 
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The last 30 days of 
transactions will 
automatically 
display 



 24

 
You can also search further back than this, by utilizing the tool shown here. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here.. 
To display the calendar.  This will 
allow you to enter a new begin date 
to search by, which will set the search 
parameter from the begin date, to 
current. 

After the date has been set, 
click “Display Transactions” 
to list the result in the grid, as 
shown below. 
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To review a record displayed in the grid, click the Transaction ID. 
 

 
 
 
Which will display the following screen. 
 

 
 
 
 
 
 
 
 

Click the 
transaction 
ID 
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To display the details of the transaction.    
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Log out of 
the system 
here. 




